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Agency
St. Mary’s County Government

Division/Unit
Department of Land Use & Growth Management

Planning and Engineering Records

ltem Description Retention
No.
This includes general Planning and Engineering records. The number
sequences used in the description correspond to file location within
each year of document files
Changes in records format will not necessarily require revision of the
retention schedule. However, should the scope or content of a record
series be altered, the schedule may be amended to reflect such changes.
Each Division will use all or some of the following records which are
governed by the indicated retention period.
**Permanent records will be transferred to the Maryland State Archives
if County Archives is not available.

1. Agriculture Land Preservation District (ALPD) (#150) Permanent. Scanned to MD
(Includes applications, Advisory Board Conclusions, District State Archives Standards.
Agreements, Property descriptions, Deeds, Planning Commission Staff | Retain hard copy for 2 years,
Reports and Decisions. then destroy. Maintain scanned

copy until updated/snperseded,
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2. Amendments: Zoning, Text, Sewer and Water, (#240 and #245) Scanned to MD State Archives

(Includes applications, checklists, deeds, maps and staff reports. These
records allow the applicant, once approved, to change the zoning of a
property, text in the Zoning Ordinance and the water/sewer category of
a property).

Standards and then hard copy is
destroyed. Maintain scanned
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. 4 Forest Consel.'vat'ion Easemgnts (FCE) (#180) ; Scan to Maryland State
(Includes applications, check'llst, Forest Conservatloq Easement Aschives standards. Rétsin bard
Plan and staff report. To revise the Forest Conservation copy for 5 years, then destroy.
Easement).Growth Allocation #245 Retain scanned copy until

updated/superseded, or for 10
years, whichever is sooner, then
destroy.

4. Growth Allocation (#245)

(Includes application, checklists, maps, deeds, site plans, staff For maps, retain until updated/

reports. Growth allocation will allow the applicant to build on superseded, then destroy. For all

property at a higher intensity than they currently can, once other records, scan to Maryland

approved). State Archlvgs s.tandards. t!\en
destroy. Retain images until
updated/superseded, or for 10
years, whichever is sooner, then
destroy.

5. Planned Unit Development (PUD) Documents (#145) Scanned to MD State
(Includes application, checklists, maps, deeds, site plans and staff Archives Standards. Retain
reports. A parcel of land that is large enough to create its own scanned and hard copy until
environment. This may allow it to be granted relief from specific the PUD is completed, then
Land Use requirements and design standards. destroy.

Application, checklists, maps, deeds, site plans and staff reports.
A parcel of land(s) that is large enough to create its own
environment. This may allow it to be granted relief from specific
Land Use requirements and design standards).

6. Recorded Documents: Plat Exempt, #144, Road Maintenance | Recorded at St. Mary's
agreements, Forest Conservation Agreements #185, Transfer County Circuit Court Land
Development Rights, Original # 250, Transfer Development Records. Retain original for
Right, Final, #255, Lot Consolidation #147 60 days or until active on
(Includes Record of applicant, deeds, function checklist, fees, staff | Maryland State Archives
and comment letters, TDR Original and Final form documents, website, whichever is later,
DAT account record, Certificate of Titles, Maps, surveys). then destroy.

7. Recorded Plats: Boundary Line Adjustment (#141), Boundary | Recorded at St. Mary's
Survey (#143), Confirmatory Plat (#142), Condominium Plat County Circuit Court Land
(#140), Subdivision Plats, Minor (#110), Major (#120), Records. Retain original for
Easement Plats (#140) 60 days or until active on
(Includes record of applicant, deeds, checklist for each function, Maryland State Archives
maps, surveys, staff reports and DAT record). website, whichever is later,

then destroy.
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8. Major Concept Site Plans (#132), Minor Concept Site Plans Scan to Maryland State
including Towers or Extraction Pits (#131) Archives standards, then
(These documents contain proposed commercial projects. retain for 5 years or until
Documents in each file include application, review checklists, structure is completed,
receipts, miscellaneous correspondence, agency review comments | whichever is later, then
and approvals, staff reports, traffic impact studies, adequate public | destroy paper originals.
facilities reports, aerial photographs, memos to file, Planning Retain images for 5 years or
Commission minutes, site plans, architectural renderings and until the structure is no longer
supporting documents such as deeds, tax assessment maps, soil standing, whichever is earlier,
maps, floodplain maps and topography maps.) then destroy.
9. Forest Stand Delineation (FSD) #183, Scan to Maryland State
Forest Conservation Plan (FCP), #185, if not recorded. Archives standards, then
(Application, checklists, Forest Stand Delineation, Forest retain both scanned and hard
Conservation Plan, Staff Report) copy for 5 years or until
updated or superseded, then
destroy, whichever is earlier.
10. Major Subdivisions more than 7 lots (#120) Scan (with all related material

Minor Subdivisions with 7 lots or less ( # 110)

(These documents contain proposed subdivision projects which
divide an existing piece of property, which can be commercial or
residential. Documents in each file include application, review
checklists, receipts, miscellaneous correspondence, agency review
comments and approvals, staff reports, traffic impact studies,

adequate public facilities reports, aerial photographs, memos to file.

Planning Commission minutes, subdivision plans, recording
agreements, road maintenance agreements and supporting
documents such as deeds, tax assessment maps, soils maps,
floodplain maps and topography maps).

within the series) to Maryland
State Archives standards.
Retain hard copy until
subdivision is completed or plat
is recorded, whichever is later,
then destroy. Retain scanned
copy until updated or
superseded, or for 10 years,
whichever is sooner, then
destroy.
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